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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Clerk-Typist POSITION NUMBER
01-0104 JOB SERIES: 0322 PAY LEVEL: NF-1 Summary of Duties:

Types a variety of routine material regularly used in day to day operation, such as daily correspondence,
daily/monthly reports, memos, purchase orders, invoices, mailing lists, procurement contracts, directives, etc.
Performs general clerical duties such as answering telephone, filing, distributing mail, etc.

Performs other related duties as assigned.

Minimum Qualifications:

Skill of a fully-qualified typist. Basic knowledge of grammar, spelling, capitalization, and punctuation. Knowledge
of basic formats, forms, and common office terminology. Six months of experience is preferred.



